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Report from the Strategic 
Director of Resources 

Wards Affected: All

Report Title

The three paragraphs below should only to be included when 
necessary. They should otherwise be deleted.

Reason for Urgency 
State here, in a case where full notice has not been given, why the matter cannot be 
delayed to the next or a future meeting.  Full notice for Cabinet reports means less 
than 28 days’ notice and the issue not being on the Forward Plan; full notice for a 
Council Committee means less than 5 working days’ notice after the agenda has been 
published. You should take advice from Legal and the Governance and Civic team on 
this if you are not sure. 

Fully Exempt - Not for Publication (‘Below the Line’) 
State here clearly why the report is confidential or exempt from disclosure, i.e:

"This report is not for publication as it contains the following category of exempt 
information as specified in the Local Government Act 1972, namely: 
Paragraph 3 - Information relating to the financial or business affairs of any particular 
person (including the authority holding that information).”

Part Exempt – Not for Publication (‘Below the Line’) 
State here clearly why part of the report is confidential or exempt from disclosure, ie:

"[Appendix A/B/C/D] of this report is not for publication This report is not for publication 
as it contains the following category of exempt information as specified in the Local 
Government Act 1972, namely: 
Paragraph 3 - Information relating to the financial or business affairs of any particular 
person (including the authority holding that information).”

Guidance on the exemptions paragraphs from Schedule 12A of the 1972 Local 
Government Act can be found on page 9, part 6 of the Council’s Constitution 

Comment [WT1]:  Please ensure that 
this is clear and communicate this 
with the Governance team that there 
is an item not to be published in the 
public domain!

Comment [WT2]:  Please ensure that 
this is clear and communicate this 
with the Governance team that there 
is an item not to be published in the 
public domain!

https://www.brent.gov.uk/media/16403383/the-constitution-part-6.pdf
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Comment [WT3]:  The purpose of the 
report section should provide a clear 
indication of
1) what the report is about 
2) what action is being proposed 
but should not be too long.  One 
paragraph should suffice.

Comment [WT4]:  These must be set 
out clearly and fully. These should be 
capable of being understood without 
reference to the body of the report or, 
where this is impracticable, cross 
referenced with a specific paragraph in 
the report so that it is clear what is 
being recommended. 

You should not include a 
recommendation to “agree the 
proposal as set out in the report” as 
this is too vague.  If the report has 
presented options then the 
recommendation needs to make clear 
which option is being recommended 
for approval.  

Comment [WT5]:  This should be 
concise and written in plain, 
understandable and non-
discriminatory language. The 
report should avoid jargon, 
explain acronyms and easy 
enough for a member of the 
public to read and 
understand. 

It should set out the background 
to the issue in chronological 
order and tell the story 
concisely how the present 
position was reached.

You will need to ensure that the 
results of any consultation 
carried out are included under 
this heading.

There may well be other 
implications that are relevant to 
the report such as:
o Crime and Disorder;
o Human Rights;
o Environmental Impact.

If so these should be included 
under this heading unless they 
are of such significance that you 
feel a separate heading is 
required.

In some reports it will be 
appropriate to consider a 
number of different options 
(even if some are to be 
discounted).  Set out the 
different options under this 
heading, the consequences of 
each and the 
advantages/disadvantages, 
risks and benefits.  From the 
analysis of the options you will 
usually be expected to be able 
to a put a clear 
recommendation forward.

It may be appropriate to refer to 
previous reports and decisions 
and you may even want to add 
these as appendices.

Comment [WT6]:  Set out the financial 
implications, ie: the costs of the 
proposal and how these are to be 
met. The financial implications of all 
realistic options should be included so 
that Members can look into these 
before making their decision.   

Comment [WT7]:  You should ask 
the Legal Team to provide you 
with legal implications for the 
report.  

Remember that reports 
cannot go before the Leader’s 
Briefing/Cabinet if they have 
not been cleared by Legal 
Services beforehand.

Comment [WT8]:  Most reports are 
found to have some equality 
implications. In these cases, the 
‘equality implications’ section 
should provide a summary of 
the findings of your equality 
analysis and how the report has 
been modified or justified as a 
result. 

If your report is found to have 
no relevance to equality during 
the screening stage of the 
equality analysis, then the 
following paragraph should be 
included: 
“The proposals in this report 
have been screened to assess 
their relevance to equality and 
were found to have no equality 
implications.”

If your equality analysis shows 
that your report has no equality 
implications, then the following 
paragraph should be included: 
“The proposals in this report 
have been reviewed and found 
to have a neutral impact on 
equality in relation to all of the 
protected characteristics.”

Comment [WT9]:  Only use this 
heading if it is relevant to the 
report.



Background Papers 
  
  
  


Contact Officers

Name, 
Work Address, 
Telephone Number, 
E-mail Address 

FULL NAME IN CAPITALS
Strategic Director of XYZ

Comment [WT10]:  There is a 
statutory requirement to 
include a list of those 
documents relating to the 
subject matter on which the 
report is based and which have 
been relied on to a material 
extent in preparing the report. 

These might include previous 
reports and records of decisions 
on the same matter. These 
papers are open to public 
inspection, unless they contain 
exempt or confidential 
information.  

It is not necessary to make 
reference to any published 
works where it is reasonable to 
expect that a member of the 
public could make their own 
arrangements to get a copy of 
the document.
Comment [WT11]:  Plus other 
appropriate details of the 
contact officer or officers who 
hold the background papers 
and who can provide further 
explanation/information on the 
report. This may, or may not, be 
the same as the designated 
lead officer whose name the 
report is in within the header.
Comment [WT12]:  This is 
essentially the final sign off and 
should be the officer whose 
name the report is in and match 
the header.


